
3/21/05

CM/ECF

External User’s Guide

U.S. Bankruptcy Court, Southern District of Florida

Chapter III
Filing Procedures

Section 5
Batch Filings

CM/ECF User’s Guide 5-1

This procedure describes how to file a PDF imaged document in multiple cases in one
transaction.  The purpose of this event is to:

‚ Provide a quick method for docketing non-fee events;

‚ Docket an event that does not require any linkage or association to prior docket
entries;

‚ Docket an event that does not require any editing of docket text;

‚ Docket an event which requires very limited review by the clerk’s office; and

‚ Docket a voluminous event which is the same for all cases.

This event is primarily designed for trustees because they file voluminous standard text
documents.

The same basic steps will be followed for most types of Batch Filing events even though some
require unique information to be provided by the filer. 

STEP 1 Click Bankruptcy from the main menu.

‚ Click Batch Filing.
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STEP 2 The Case Number(s) screen will display.

‚ Enter the complete case number(s).  Use the enter key after entering each
case number, do not use a comma to separate the cases.  Click Next.

STEP 3 The File a Court document screen will display.   

‚ Verify the case number(s) and debtor name of each case. 

 NOTE - If any case number is incorrect, use the browser’s back button to return
to the prior screen. 

‚ Each case listed is a hyperlink and clicking on any number will allow the
user to enter the PACER Login to view more information such as the case
docket.

STEP 4 Click on the arrow to display the document selection screen.  Only one item may
be selected.  In our example, we will docket a Motion to Dismiss Case filed by
a trustee  [Batch].  

‚ Select this item and Click Next.  

STEP 5 The PDF document selection screen will display.  Repeat the following steps for
each case.

‚ Click Browse, then navigate to the directory where the appropriate PDF
file is located.  Verify you have selected the correct document by right
clicking on the highlighted filename and select Open to view the image. 
Once verified, double-click the PDF file or click Open to select and attach
it with the docket entry.  Click Next.
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STEP 6       The Dismissal prompt will display.  Select Yes or No then click Next.

STEP 7 The Docket Text: Modify as Appropriate screen will display.  The event Motion
to Dismiss Case by trustee is identified; however no entry in this text box is
required.  Click Next.

STEP 8 The Docket Text: Final Text screen will display.  This is the screen which
commits this transaction in each case.  Use the browser’s back button to return
to prior screens if any correction is necessary.  

‚ The hyperlink case numbers are listed again above the docket text to
allow the filer to review the docket in pacer prior to completing the
transaction.  Click Next.
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STEP 9 Notice of Electronic Filing (frequently referred to as the NEF).  This is the
verification that the document has been filed electronically.

One NEF is generated for all case numbers entered.  The document number for
this event will likely be different for each case.  

‚ The NEF  will be served upon all case participants authorized to receive
electronic service.  This notice may be printed and/or saved using the
browser’s menu bar options.

‚ To view the court docket and/or notice, click on the case/docket number
hypertext link and the system will prompt the user for a PACER login.

NOTE - The screen shot below is a partial example of the NEF included to
illustrate how multiple cases appear on the NEF.


